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1. The Federal Records Act of 1950 made mandatory the establisiment
of a2 Records Manasement Program in all sovernment agsncies.

2. As a part of this program, *the same law authorized the establish-
mant and operation of records centers. Section 511 (b) of the
above act defines the term "records center' as an establishment
maintained by a Federal agency Tor the housing, serviecing, sccurity,

and processins of records that must be preserved Tor varving

riods of time, and need not be retained in office equipnent and

2. The law recornizes that the records center operation 1s an integzral
part of the records management program. In this Arency the Center
should mointain a close workinsg relationship with the Records
Disvosition Branch of the Records Services Division in orier to
funetion effectively.

ﬂ Tor wmore than 10 vears. bhe experience of Tederal agencies has
Jemonstrated the need for inclusion of a records center operation
witlin the orpanization charsed with responsibility for accomplish-
in~ the records menagement program. Managsement p=ople have now
accented this Fact as a principle of orpanization. Amongz the better
nown center opcrations are thosc conducted by the following agencies:
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Eleoven records centers are operated on the regzilonal
level under th- staf? direction of the Records Manage-
ment Division in %the National Archives. The centers
are supervised in the regions by a records managewenty
official who reports directly to this Records Manage-
ment Division.

B. Department of the Army

Their records centers are operated as an integral
part of the records managewent program in the
Adjutant General's OIfice.

C. apartment of the Navy

Records centers of this Agency are operated by the
records management organization in the Ixecutive
Ofvice of the Secretary.

D. State Department

The records wanacement office of the Department
operates the Agency records center.

e relationship of the Records Center operation to other phases
~ records managewent vrograw 18 illustrated by the opesrational
rdependence existing beuvwsen the Records Center Branch and the
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Records Disposition Branch. The Disposition Branch conducts surveys
of records in operatins areas, and draws up control schedules thav
recomnend retirevent of certain records to the Center. The survey

is <he initiatinc action that results in “he accessioning of records
b: the Center. During the course of toe survey, Disposition Branch
personnel wust be able to assure the operating people that reference
service on Tiles transferred to the Center will be adeguate Tor their
needs. ‘ihe Refarence Service Section of the Center is responsible

for weeting this commitment. [he Center conducts continuving work pro-
srans desicned to evaluate and control scheduled and non-scheduled

-

records in custody for retention or destruction. Uhe results o such
studies are submitted to the Disposition Branch for approval and co-
ordination with the office creating the records in question.

e Records Center operation in this Agency was planned with a view
4o the development of career pmrsonnel in the field of records manage-
we=nt. The Center recruits personnel in the lower grades and, with
formal and on-the-job training, prepares those qualifiled for advance -
ment into the other phases of records wanagewent. This plan is not
only an incentive to employees of the Center but will also provide
personnel with a background in records worlc Tor advancement to stafl
positions. srtainly, Records Center employees should be under the
same Career Ssrvice Board as the Records Managemwent staff.

Detaching the Records Center {row the Records Manag~ment Tunction can
result in sows serious budpget problems. As a detached unit, additional
personnel, space and equipwent, geared %o “he needs of an over-all
program, must be approved by the Chief of an office who carnot be
ramiliar with program requireuments.
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GENERAL SERVICES ADMINISTRATION
REGIONAL OFFICE

RECORDS MANAGEMENT SERVICE

CFFPICE OF THE DEPUTY REGIONAL DIRECTOR

EXKCUTES ALL PROGRAMS OF THE GENERAL SERVICES ADMINISTRATION IN THE REGION
EELATING 70 GOVERNUENT RECURDS. AND RECORDS WAKACEMENT AND DISPOSAL PRACTICES,
I ACCORDANCE WITH POLICIES, BY THE
CENTRAL OFFICE.

PARTICIPATES IR THE DEVELOPEENT OF POLICIES, PROCEDURKS, AND STANDAKDS GOVERN-

ING RECORDS MANAGEMENT AKD DI: PRACTICES, AND IN THE PREPARATION

OF EELATED PROGRAMS FOR GOVERNMEWT-WIDE APPLICATION.

PARTICIPATES IN THE GSA PROGRAN FOR SURVEYS OF PROVSRTY, PROPERTY MANAGEMENT

AXD RECORDS MANAGRMENT PRACTICES IN THE KXECUTIVE AGENCIES OF THE FIDERAL
¥ITE FULL ITY FOR LOCAL I8 THE RECORDS

PARTICIPATES, WHEN REQGIRED, IN THE CONDUCT OF TNDRPENDENT SURVEYS OF THE
EFPICIENCY AHD COST OF RECORDS MAMAGEMENT AND RECORDS DISPOSAL PRACTICES
IN THE FEDERAL AGENCIES, UTILIZING THE STANDARDS OUTLINED IN THE GSA AGENCY
SURVEY PROGRAM.

ASSISTANCE 70 FLELD OPPICES Of PENRAL AGEWCIES 1N TIE KEGION 1N TIZ
ADOPTION AND IMPLEMENTATION OF NEW AND REVISED SYSTEMS AXD CONTEOLS COVERING
EBCOED INTTIATION, STORAGS AXD DISPOSYTION, ARD IN TH TRAIRES OF ESCORDS
PERSONNEL.

A RECCEDS CENTER ESTABLISHED BY THS GENERAL SERVICES ADNINISTRA-
o lurruxs LIAISON WITH THE FIELD OFFICES OF OTHER FEDERAL AGENCIES
§ THE REGION OW EECORDS MANAGEMENT AND RECORDS DISPOSAL MATTERS.

| 1

CURBRNT RECORDS DIVISION FEDERAL RECOEDS CENTER

PARTICIPATES IN THE CONDUCT OF SURYEYS OF THE RECORDNMAKING AND 4 ZSCORDS CENTZR ESTARLISIED OH ACQUIRED BY THR GEEERAL
RECORD-KEEPING PRACTICES OF THE ‘GOVERNMENT, ARD SEEVIGES 'ES ADNINISTRATION, I ACCOEDKNCE WITH | POLICIES, PROCEDURES.
MENDS MARAGEMENT INPROVEMENT THEREIN, AKD STANDARDS PRESCRIBED BY THE CENTRAL OFF
PAITICIPATES IF A FRCGRAR TO STANDARDIZE FILING BQUIDNENT: CONDOCTS WORK PROGRAMS DESIGNED TO EVALUATE AND APPRAISS RECORDS
PURCHASES IPNENT B FIELD GFF GRS OF FEDRRAL I CUSTODY FOR RETIREMENT CR DESTRUCTION, AND APPLIES PRESCRIRED

Asxmlm IN TEE uslm BY mnlmﬁ mx wxuu’nw oF PROCEDURES POR THE DISPOSITION OF RECORDS.

Y OWNED EQUIPNENT; AND TO MAKE A OTEER PUR- M

'SPACS NOR OCCUBIED 57 TNRSQUIERD. MO EeoonD R oen. bk LSCOm@EIDS CHAwoEs I EXIsTiv Ecoms S DISPOSAL SCHEDULES ¥IEN

RECORD MATERIALS. DEEMED DESIRABLE, AND PREP: 575 o6 SCHEDULES A5 RPRUIKED.
FROTIDES TECHNICAL ASSISTANCE TO THE FIELD GFFICES OF FEDERAL SCREENS, AND DETERMINES PROPER DISPOSITION OF ALL
AGENCIES IR THE REGION ON ALL ASPECTS OF CURRENT o RGOS aRAGS- RBCCRDS ACCRSSTONID ST TEE CENTER, AND MAINTAINS A REFENSNCE SER-
XERT, INCIIDING THS THSTALATION OF RECORDE. o VICE FOR ALL RECORDS IN CUSTODY.
AS REQUESTSD, INITIATES OR EVALUATES APPLICATYONS FOR NICROPILM PROVIDES TECHNICAL ASSISTANCE TO THE PIELD OFFICES OF FEDERAL
ING PROJECTS DESIGNED TO SAVE SPACE ARD SPEED ADKINISTRATIVE ACncrns TN THS REGION ON ICROPROTOGRAPHIC BQUIPNT,
ThoCReSRe. STANDARDS TO DETERMINE SUITABILITY OF RECGRDS POR REDUCTION T0
PARTICIPATES 1§ Tx DEVELOPUENT OF TRAINING GUIDES AND ASSISTS In

UCT OF TRAINING PROGRAMS FOR CURRENT HECORDS PERSORNEL; e OOLDERES O MICROFILE BOUND AXD UNSOUND RECORDS ARD
o LASAECT OF TRALNING. PEOCRANS T POLICIES, PROCSDDRES. AND FURNISHES PHOTOCOPIRS OF ORIGINAL DOCUMENTS TO QFFICIALS AMD THE
STANDAEDS ¥OR CURRENT RECORDS WANAGEMERT. PUBLIC.

PROVIDES ADEQUATE SECURITY FOR THE RECORDS 1N USs ARD HOUSED IN THE
‘THE WECESSARY PROTECT.

CENTER, AKD ASSURES TEE PROTECTION FROM FIEE, CLINATE AND
OTHER DETERIOBATION.

DARTICIPATES. AS RSQUIRED, IN THE CONDUCT GF SURVEYS OF
AMD RECORD_ESEPING a.u:r!cl: AND PROYIDES ASSIST.

RECORD-
PARCE TO
FIELD OFFICES OF FEDERAL AGENCIES IN THE REGION IN RESOLVING THEIR
ARCEIVAL e
t
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GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE

OFFICE OF THE
ARCHIVIST

| | | |

" Af:‘i%%‘:"%sm FEDERAL REGISTER THE NATIONAL FRANKLIN D.ROOSEVELT
DIVISION DIVISION ARGHIVES LIBRARY
REGORDS RECORDS LEGISLATIVE AND
o SCHEDULING CONTROL VETERANS RECORDS
BRANCH . BRANGH BRANGCH
CURRENT PRESERVATION ] NATURAL RESOURCES
— RECORDS SERVICES RECORDS
BRANCH BRANGH BRANCH
RECORDS GENERAL WAR
Pt CENTER / RECORDS RECORDS
BRANCH T _ BRANGH BRANCH
! INDUSTRIAL AUDIO-VISUAL
RECORDS RECORDS
BRANGH BRANGH
CARTOGRAPHIG
RECORDS
BRANCH
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GENERAL SERVICES ADMINISTRATION

ADMINISTRATOR

BOARD OF
REVIEW

DEPUTY ADMINISTRATOR

COMPLIANCE
DIVISION

OFFICE OF OFFICE OF OFFICE OF OFFICE OF
GENERAL CONTRACT PUBLIG INFORMA- o o r MANAGEMENT
GOUNSEL SETTLEMENT TION ¢ REPORTS
preenn | W wneer | | [z ] [ oo ] | e
DIVISION DIVISION DIVISION DIVISION RESEARCH DIVISION
GLAIMS AND LEGISLATION AND ACCOUNTS INTERNAL ORGANIZATION STATISTICS
LITIGATION REGULATIONS AND REPORTS AUDIT AND METHODS AND REPORTS
DIVISION DIVISION DIVISION DIVISION DIVISION DIVISION
I ] ~ OFFIGE SERVICES
ADMINISTRATIVE CREDIT AND DEFENSE T4  anp supeLY
SERVICES FINANGE AGGOUNTS DIVISION
DIVISION DIVISION DIVISION
NATIONAL ARCHIVES EMERGENGY FEDERAL SUPPLY
PUBLIC By oGS AND RECORDS PROCUREMENT SERVIGE
SERVICGE SERVIGE
DESIGEND REAL PIROPERTY THE FEDERAL REGISTER RESEARCH AND PURGHASE SUPPLY PURGHASE
CONSTRUCTION ACQUISN £ UTILIZA- NATIONAL o DEVELOPMENT ity M;»:c‘eszlg:m aND STORES
DIVISION TION DIVISION ARCHIVES DIVISION
( I 1 —— — — 1
BUILDINGS NATIONAL REGORDS : STORAGE AND | oeR STANDARDS TRAFFIC
MANAGEMENT INDUSTRIAL MANAGEMENT F. D[-J’;‘;‘f::’*’-” TRANSPORTATION N roon DIVISION MANAGEMENT
. DIVISION RESERVE DIVISION DIVISION oivistoN | DIVISION
1 1
[PERSONAL PROPERTY GONTROLLED
RE‘:'::;::ETY DEGENTRALIZATION UTILIZATION MATERIALS
DIVISION DIVIStoN DIVISION DIVISION
| REGIONAL OFFICES
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GENERAL SERVICGES ADMINISTRATION

REGIONAL ORGANIZATION

OFFICE OF
REGIONAL. DIRECTOR

OFFICE OF
REGIONAL GOUNSEL
CONTRAGTS
DIVISION® -
SECURITIES
AND FINANCE =
DIvISION®

CLAMS, LITIGATION
AND

MISCELLANEGUS
SERVICES DIVISION®

OFFICE OF OFFICE OF
MANAGEMENT REGIONAL COMPTROLLER
PERSONNEL L] BUDGET -
DIVISION owision®
ORGANIZATION, METHODS ACCOUNTS
AND REPORTS — AND REPORTS —
DIVISION® DIVISION
OFFICE SERVICES CREDIT
AND SUPPLY e AND FTNANCE —
DIVISION DIVISION®

PUBLIG BUILDINGS
SERVICE

REAL PROPERTY
AGQUISITION AND
UTILIZATION DIVISION

BUILDINGS
MANAGEMENT
DIVISION

GONSTRUCTION
AND REPAIR
DIVISION

REAL PROPERTY
DISPOSAL
DIVISION

NATIONAL

INDUSTRIAL RESERVE

DIVISION*

Sctivation Subyect to Prior Aporovdl of Gentral Office.

GSA-WASH DC 51-1490
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RECORDS MANAGEMENT
SERVICE

FEDERAL
RECORDS
GENTER

GURRENT
RECORDS
DIVISION

FEDERAL SUPPLY

SERVICE

DIVISION DIVISION
e uT! LIZATIONRTY INSPECTION

DIIVISION DIVISION

STORAGE AND

TRANSPORTATION
DIVISION*
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